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6.

7.

Directions for entering a CS-129 Reclassify Request

Log into the CS-129 website as an Appointing Authority, click on Begin a New
Request and click Continue.

In “Type of Position Action Request”, select Reclassify from the drop down.

If applicable check Yes for Selective Position Requirement (SPR), Pre-approved Class,
and/or P-Rate.

Enter Incumbent’s Employee ID number.

Click Continue.

' Departmentof = - ¥ ‘ Michigan.gou
@ T 4 } 9= The Official State

'h CEVi I sewiée_ ‘ of Michigan Website

Michigan.gow Home MDCS Home | Centact MDCS

Complete the applicable fields below, then click “"Continue™

Listing of Preapproved Classes

@ Required

@ Type of Position Action Request Feclassify =
Selective Position Requirement (SPR) ™ Yes

|

Preapproved Class  Yes

IP-Rate ‘ I Yes

Incumbent Employee 1D #:

Not applicable to Establishif ctivate, 1072756

Reclassify/Vacant, and Update/\facant actions

Continue

Verify information. Enter Bureau name (optional), Division/Office name (optional) and
click Continue.

Complete fields below, then click "Continue™
k @ This information defaults from the employes 10 entered
Last
JZWEERING
First
@ Employee Hame: IJESS\CA
I
-
‘@ Process Level Code: IWUT
‘@ Process Level Name: ICIV SERY CENTRAL OFFICE
‘@ Department Code: |5421 0
Bureau: ‘l
Division/Office: ‘l

Cantinue

Verify Direct and 2" Line Supervisor information and click Continue.
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Verify current position code.

In “Proposed HRMN Position Description...” select the appropriate HRMN Position
Description, Grade, Pay Schedule and Union from the drop down.

10. Enter Proposed Effective Date.
11. |If applicable, select appropriate Subclass Code from drop-down menu.
12. Click Continue.

& epartment 0 AW,
'3 [D:[l:nrr“ Sér:nce LA e‘

Michigan.gov Home MDCS Home | Contact MDCS

mmmuan gnu

Complete the applicable fields below, then click "Continue™

@ Required

Current Position Code: |PERMALTEAD?N

@ Proposed HRMN Position Description, TN O S o

Grade & Pay Schedule, Union: | PERSONNEL MGT SPECIALIST-2, 13, NERE-182, 799 =l
@ Proposed Effective Date: I1 07 2005

(example: 99/99/9999)

|Choose aSubclass Codej |Choose a Subclass Code j
Subclass Code(s):

Subclass Code Descriptions

|ChDDse a Subclass Codej |Choose a Subclass Code j

Continue |

13. If reclassifying a Manager or Supervisor, verify the subordinate information.

Department of 6‘ Michigan.gov
HYH H 9= The Official State
Civil Service . 'R o7 rionigon webaite
Michigan gow Home MPES Hame | ContastMpes
This information defaults form the direct supervisor code entered
List All Subordinate Position Code(s):
Posttion Coas EMPISEE it name LastHams Class Tiie Leval  supemisar Coas
[FERMALTEADTY [1030335 | [ROUSE [NOELLE [FERSONNEL MGT ANALYST-E 9 [Ta01mGRADE
[FERMALTABGZE [1072756 | [ZWEERING | NEEEN [FERSONNEL MGT ANALYST-A 1z | [1a01MGRADE
[PERMaLTaA76E [1054450 | [EARRIS [cELIL [PERSONMNEL MGT ANALTST-A 1z |[ra01mGRane
[FERMALT A% [116416 | [POQUETTE [vvarcE [FERSONMNEL MGT ANALYST-A 1z | [fanimGRADE
[FERsPLIADZN | 152111 [GILROY [ROBERT [FERSONNEL MGT SPECIALIST-3F21 [14 | [Ta01MGRADS
It ishing or r ifying a or iali ition , click in the appropriate checkbox
Specialist Position? Yes I
Manager Position? Yes ¥
Continue_|
Michigan.gewv Heme | MDCS Home | Contact MDCS | Stats Web Sites
Privacy Policy | Link Policy | Policy | Sscurity Poli
Copyright © 2008 Stats of Michigan
< | v | v

14. |If reclassifying a Manager or Specialist see additional directions.
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15. Enter notes in the Appointing Authority Comments field.
16. Verify your name in the Prepared By and Electronic Signature field. Verify today’s

date.
17. Enter your Phone Number and click Submit and Continue.
Complete the fields below and click "Continue™
Authority’s
Cutnme“nrts | ;I
% Last

|L\s|e
Prepared by: =

IMar\e
Date: [12/5/2008
Phone Number: | Extension:
Ellectmnic
i;‘gp"uait"l:i':;f |Mar\e Lisle
Authority:
Date Submitted: |1 2{5/2008

Submit and Continue

18. Review all information carefully and make any necessary changes.
19. Click Submit Action to Civil Service.

20. Click on View/Add/Delete an Attachment to attach all documentation, i.e. Position
Description (CS-214) and supporting rational.

@ Department of
. Civil Service

Michigan.gow Home MDCS Home | Contact MDCS

Your C5-129 Has Successfully Been Submitted To Civil Service

Go to View/Add/Delete an Attachment if you wish to view/add/delete an attachment to this request.

Frint C5-129 Form |

Process Another C5-129 Application

Close Window
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21. Click on Add Attachment.

a Position Action Request - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help

=gack - = - @ 7t | Qsearch [GdFavorites Media ¢4 | - S ENES IS

@ Department of
Civil Service

Michigan.gow Home MDCS Home | Contact MDES

Add/Review/Delete Attachments
Request Request Request
Request or Tracker ID Date Submitted Type Prepared By

EstablishActivate
Proposed HRMN Position: ¥TH CHALLENGE ACADEMY

233 12/4/2008 RECR-E, EB Marie Lisle
Bureau: OHRS
Division:

Attachments

No Files Attached to This Request

Add Attachment
Return to C5-128 |
Frintthis Page | |

Michigan.gow Home | MDCS Home | Contact MDCS | State Web 5ites _I
-

‘@ hikp: /e, michigan, guw’mdcsﬂl 1607,7-147-- ,UU html ’_,_‘. Inkernet

Hstart | @s| 81 1) =11 | @ @nl el 7a] 2ol £r[Ee. [BNBESEGH s

22. Click on Browse... to locate and select a document.
NOTE: Your file name can not contain spaces or symbols.
23. Click on Attach File to Request.

24. Click Continue.
< C5129 Attach Files - Microsoft Internet Explorer B Iél =181x|
|

File Edit Wew Favorites Tools  Help

ek v = - @D 24| Qsearch GFavotes @rveda oF | By S - =&

Address [ €] hitp:jfcsintranst. state.mi.usjPositionéctionRequestiuploadFiles.asp =] @ea tnks 7| Gsnaar & -

Department of e L ; Michioan.gov =
i S ; - ==

Civil Service

s “
Michigan.gov Home ome | ContastMDCS
Upload Files

NOTE: YOU CAN ONLY ATTACH ONE FILE AT A TIME ON THIS PAGE. YOUR FILE NAME CANNOT CONTAIN
SPACES OR NON LETTER/NUMBER CHARACTERS.

File Name:

Erawse.

Click "Browse" to upload a file, then click “Attach File to Reguest”
Aftach File to Request

File attached:

Click "Continue” to attach more documents or to proceed to the next page

Cantinue

E

& [T e mtermet
Rz | (4 @ © || @3 E1c] €3] 11| @n] Wnf B] onf Bl Eef[E)e. [ENBESDED  suisen

25. If you need to attach additional documents, click on Add Attachment and repeat items
21, 22 and 23.
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26. If you would like to view the attachment, you must wait 5 minutes before clicking on the
document name. To delete an attachment, click Delete this File next to the file you
wish to remove (there is no waiting time).

a Position Action Request - Microsoft Internet Explorer Hlél =& ﬂ

File Edit Wew Favorites Tools  Help

Ggack -~ = - D 7t | Qsearch [GdFavorites Media ¢4 | - S - =&

Address [ @] hitp:f10.7.1.4PostiontctionRequest tiewAttachments. asp =] @ea tnks 7| Gsnaar & -

@ Department of a‘ Michigan.gov
Civil Service O il s

Michigan.gow Home MDCS Home | Contact MDES

Add/Review/Delete Attachments
Request Request Request
Request or Tracker ID Date Submitted Type Prepared By

EstablishActivate
Proposed HRMN Position: ACCOUNT EXAMINER

235 12/5/2008 SUPERVISOR-1,12 Marie Lisle
Bureau:
Division:

Attachments

“igw this file 2002-3056 (CS-Staterent).doc  Delete this File

Add Attachment
Return to C5-128 |
Frintthis Page | |

Michigan.gow Home | MDCS Home | Contact MDCS | State Weh Sites _I
-

‘@ hikp:/ femer.michigan, govimdes = ,_’_,_‘. Inkernet
igfstart J H e H (& snaglt | @Novel\‘.‘l Traml‘..l %Ma\IF‘.‘l & Posti... “@Pusiti... |P@EN MBEIH T aosam

27. When finished attaching documents, click on Return to CS-129.
28. Click on Close Window or Start a New CS-129.
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